
User Search

1.  Click on he User Status Wizard.  If you have a User ID, scan it in.  If you want to search by 
name in your school only, click on the "Find User" button without any entry.

2.  The Identify User box appears.  Note that it defaults to a User Name search at your library. 
Enter the last name of the student and click "Find".
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3.  A list displays of the search results for only the students at your school.  Click on the name 
desired.

4.   The User Record displays with current checkouts at the top.
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5.  If you want to search by name in all USD 500 schools only, enter the last name in the 
entry box on the first page and click "Find User".

6.  A list of students from all school libraries displays.
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7.  This list can be sorted by clicking any of the column headings (Library, for example)..

8.  Use the vertical scroll bar to see Holds and Bills.
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8.  In the checkout section, use the horizontal scroll bar to see Status and Estimated Fines.

8.  By holding down the cursor between two column headings, columns may be stretched to 
display more a a field's contents.
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